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Background:
Most institutions of higher education participate in sponsored projects from various funders, and understand that although a faculty member as a researcher is responsible for creating scientific content, the application is being submitted on behalf of the institution and will likely be awarded to the institution rather than to the researcher personally.  Institutions often will have an office that is responsible for the review and institutional sign-off of research or project proposals.  Although the name of the offices varies (Research Office, Grants Management Office, Sponsored Projects Office, Grants Office, etc.), the function is to review the full proposal prepared by the researcher to ensure that it adheres to institutional and sponsor guidelines and requirements, and to look for any commitments that the institution may not be able to adhere to.  The office will often work with internal partners to solve any potential issues before the deadline, and will reach out to the sponsor for clarification as needed.  Often the office is tasked with actual proposal submission (either electronically or not) as well.

Rationale for including the institutional grants office:
Including the institutional grants office in the application and award processes:
· Reduces administrative errors in proposals;
· Ensures institutional oversight should the proposal be selected to move forward in the award process;
· Connects the sponsor to the institutional officials needed to participate in award negotiation; and
· Streamlines the award negotiation and acceptance process.
Best Practices for the Cover Page:
We suggest that that funders/sponsors include the following information on an application cover page:
· Sponsor RFP Title/Number
· Name of Applicant Institution
· Name of Authorized Institutional Official
· Contact information for Authorized Institutional Official (phone and email)
· Name of Principal Investigator
· Contact information for Principal Investigator
· Applicant proposal tracking number (optional)
· Statement: The PI is responsible for obtaining institutional approval from their authorized institutional official before submission of this application.  Applications submitted without institutional approval will be returned without review.  
